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1. OBIIASI XAPAKTEPUCTHUKA TPUMEPHOIl PABOYEl IPOTPAMMBI
YYEBHOM JUCLHUILINHBI

1.1. MecTO TUCUMIJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/ibHOI NMPOrpaMMbl

VYyeOnass aucuuimHa «JlokyMeHTallMOHHOE OO0ecreYeHue YIpaBiICHUS
SBIISIETCS 00SA3aTENPHOM YacThiO OOHIEMPOPECCHOHATIBHOIO LUKIA MPUMEPHON
OCHOBHOM o0Opa3oBarenbHOM mporpammbl B cooTBerctBun ¢ ®PI'OC CIIO mo
cnenuanbHocTh 38.02.01 DxOoHOMUKA U OyXTanTEepPCKUM y4eT (110 OTPacisaMm).

VYyebnas  nmucuummua — OILLO6  JlokyMeHTalnMoOHHOE — OOecredeHue
yhnpaBieHus obecrieunBaeT (GoOpMHpOBaHHE MPO(ECCHOHAIBHBIX W OOMIMX
komneTeHouii mo BceM Buaam jaesaTenbHocTH PI'OC CIIO mo crenuaibHOCTH
38.02.01. Dxonomuka u Oyxranarepckuit y4det (mo otpacisiMm). Ocoboe 3HaYEHUE
JucuuIuiMHa umeeT npu popmupoanuu U pazsutun OK 01, OK 02, OK 03, OK
04, OK 05, OK 09, TIK 1.1.

1.2. He.]'lb U IINTAHUPYEMBIC PE3YJbTATHI OCBOCHUSA JUCHHUIIINHBI

VYuyebnas  mucummumHa  OIL06  [JoxkymeHTalmoHHoe — oOecrieueHue
yhopaBieHus obecrnieunBaeT (HOpMUPOBaHHE TPOPECCHOHANBHBIX W OOMIMX
komneTeHuil mo BceM BuaaMm aesteabHOocTH PI'OC CIIO mo cnmenmanabHOCTH

38.02.01. DxoHoMuKa 1 OyXraiaTepckuil yueT (Mo OTpacisim).

OK 01. Bribupats crioco0OsbI penieHus 3aa4 npohecCuoHaIbHON AeATeIbHOCTH
MPUMEHUTENIHHO K PA3IMYHBIM KOHTEKCTaM;

OK 02. Mcnonp30BaTh COBPEMEHHBIE CPEJICTBA MOUCKA, aHAJIM3a U UHTEPIPETAIUN
uHdopmaIuu 1 HHGHOPMAIIMOHHBIE TEXHOJIOTHH JJI BHIIIOJTHEHUS 33124
npodeCCUOHATILHON JIeATEIbHOCTH;

OK 03. [TnanupoBaTh U peaan30BbIBaTh COOCTBEHHOE MPOPECCUOHAIBHOE U
JUYHOCTHOE Pa3BUTHE, PEIMPUHUMATEIBCKYIO IEATETLHOCTh B
npodeccuoHabHOU cepe, UCTI0JIB30BaTh 3HAHUSI IO (PUHAHCOBOW IPAaMOTHOCTH B
Pa3INYHBIX KU3HCHHBIX CUTYAIUsX;

OK 04. D¢ dhexTnBHO B3aUMOJEHCTBOBATh U Pa0dOTaTh B KOJUIEKTUBE U KOMAH/IE;



OK 05. OcyniecTBisITh YCTHYIO U TMCbMEHHYI0 KOMMYHHKAIMIO HA
rocygapcTBEHHOM si3bike Poccuiickoit @enepannn ¢ yueToM 0COOEHHOCTEM
COIIMAJIEHOTO U KYJIbTYPHOTO KOHTEKCTA;

OK 09. [Tonw30oBaThcs mpodecCHOHATBHON JOKYMEHTAITMEH Ha TOCY1apCTBEHHOM
Y UHOCTPAHHOM SI3bIKaX.

[1K 1.1. O6pabatpiBaTh MepBUYHBIE OYXTadTEPCKUE JOKYMEHTHI.

OOyuyarommiicst 10/2KeH YMeThb:
ohopMIIATE JOKYMEHTAITNIO B COOTBETCTBHH C HOPMATHUBHOM 0a30ii, B TOM YHCIIE C
UCTIOJIb30BaHUEM MH(POPMAITMOHHBIX TEXHOJIOTHIA;
OCBaMBaTh TEXHOJOTHH aBTOMATHU3MPOBAHHON 00paOOTKH TOKYMEHTAINH;
UCIOJIb30BaTh YHU(DULIMPOBAHHBIE (POPMBI JOKYMEHTOB;
OCYIIECTBISITH XPAaHEHHE U TTOUCK IOKYMEHTOB;
UCIIOJIb30BaTh TEIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKYMEHTO000pOTE;
3HATh:
MOHSTHE, 11€J1, 337]a4i U IPUHIUIBI JeJIONPON3BOICTBA;
OCHOBHBIE TTOHITHS JOKYMEHTAIIMOHHOTO O0ECTICUCHHs yIIPABICHHS;
CUCTEMBI IOKYMEHTAILIMOHHOTO 00eCTIeYeHHs YIIPaBICHHUS;
KJIacCU(UKAINIO TOKYMEHTOB;
TpeOOBaHUS K COCTABICHHUIO 1 O()OPMIICHHIO IOKYMEHTOB;
OpraHu3aIrIio JOKyMEHTO000pOTA:
npuema, oOpabOTKy, pEerucTpanuio, KOHTPOJb, XpaHEHHE JIOKYMEHTOB,

HOMEHKJIATYpy J1eJ



1.2. MakcuMmaibHas yyeOHasi Harpy3Ka
Oo0s3aTe1bHARA y4eOHAas HATPY3Ka

B TOM YHCJIE:

TEOpEeTUIECKOe 00yUeHne

NPaKTUYECKUE 3aHATHUS

KOHCYJIbTallUH

48 4gac.

44 gac.

30 yac.
14 yac.

4 yac.



2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIHUILINHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHOI padoThl

Bun yueOHo# padboTbl

O0BeM yacoB

MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 48
Oos3aTesbHast yueOHasi HArpy3Ka 44
B TOM YHCJIE:

TEOPETHYECKOE 00yUeHHe 30
MPAKTUYECKUE 3aAHATUSA 14
KoncyabTanuu 4

IIpome:xxyTouyHast aTTecTanus (IK3aMeH)




2.2. TemaTnyeckuii IUVIaH U co/iep:KaHNe y4eOHOM TUCHHMILVINHBI «/{[0OKyMeHTalnOHHOe o0ecnieyeHre yIIPaBJIeHUsD)

HaumenoBanue Conep:kanue y4yeOHOro MaTepuasa, J1ad0paTopHble U MPAKTHYeCKUE padoThl, Oo0bem Koabl komnerenuui,
pa3aesioB U TeM CaMOCTOSITe/IbHAS padoTa 00yyaroIuxcst 4acoB ¢popmupoBanuio
KOTOPBIX CIIOCOOCTBYET
3JIeMEHT MPOrpaMMbl
1 2 3 4
Tema 1. Conep:xanue y4eOHOro MaTepuaJia OK 01, OK 02, OK 03,
IHousitue AOKYMEHTa- 1. HCTOpI/IH pa3BuUTHUA JCJIOINPOU3BOJICTBA. OcHOBHEIE TEPMUHBI JTOKYMCEHTAIlMOHHOT'O OK 04. OK 05. OK 09
HHOHHOI0 o0ecnevYeHus | obecreueHus yIpaBJICHUYECKON AESITETbHOCTU. MarepHuaibHble HOCUTETH HHPOPMAIIIH. 2 ’ ’ ’
yIpaBJIeHYECKOM 2. HopmartuBHas 06a3a coBpeMeHHOro jenomnpousBoiactBa B Poccun. Cucrema HK 1.1.
AeSITeJIbHOCTH JIOKYMEHTAI1H.
Tema 2. Conep:kanme y4e0HOr0 MaTepuajia OK 01, OK 02, OK 03,
YHupuuupoBaHHas 1. PexBu3uTHI U popMymsapsl JokyMeHTa. COCTaB M pacHoioKeHNE PEKBU3UTOB. 2 OK 04, OK 05, OK 09,
cHCTEeMA OP/1. 2. IOpunnueckas cuiia JOKyMEHTA.
IOpuanyeckas  cuaa | Ilpakruyeckoe 3ansitue Nel. CocraBieHue U 0pOpMIIEHHE TEKCTOB. ) MK 1.1.
JOKYMEHTOB.
Tema 3. OK 01, OK 02, OK 03,
Opranmsaumsi paGoTsl Coaepxanue y1eOHOIro MaTepuaa OK 04. OK 05. OK 09
¢ JIOKYMEHTAMH. 1. Opranuzamnusi paboTel ¢ nokymeHtamu. [lonstue mokymentoobopora. OOpaboTka > > >
MousiTue MOCTYMAONINX JJOKYMEHTOB. 2 IIK 1.1.
JIOKYMEHT0060poTA. 2. Ilopsimox paGoThl C OTHPaBISIEMBIMH M BHYTPEHHUMH JOKyMEHTaMH. Perucrparus u
KOHTPOJIb UCTIOJHEHUS! JOKYMEHTOB.
Tema 4. Conepskanne y4e6HOro MaTepuaia OK 01, OK 02, OK 03,
P . .
acnopsiiuTeJbHbIE 1. Kmaccudukammst OPJ[. OcHOBHBIE pPEKBU3HTHI JOKYMEHTa, WX Kiaccuukamms, 4 OK 04, OK 05, OK 09,
JOKYMEHTHI. npaBmia opopmiieHus B coorBeTcTBuU ¢ ['OCT. ®opmyrsip u 61aHK JOKYMEHTA. 0K 1.1
IIpakTuyeckoe 3ansaTue Ne2. OdopMieHHe U COCTaBIEHUE MPUKA30B, PACTIOPSHKCHU. o) o
Tema 5. Conepskanue y4eGHOro MaTepuasia OK 01, OK 02, OK 03,
OpranusaunoHHbIe 1. OpraHu3alMOHHEIE JOKYMEHTBI, MX Ha3HAYeHUE, POPMYIAPHI — 00Pa3IIbL. OK 04, OK 05, OK 09,
MOKYMCHTBI. 2. [Ipouenypa coctaBieHust © 0GOPMIICHHS OPTaHU3AIMOHHBIX TOKYMEHTOB. 4 MK 1.1

3.  OOmacte  NPUMEHEHHS Hcnonb3oBanue

YHU(UITUPOBAHHBIX (HOPM.

OpTraHHu3allMOHHBIX JOKYMCHTOB.




IIpakTuyeckoe 3ansaTHe Ne3. OdopmiieHHE OCHOBHBIX BHJIOB OpPraHU3AIMOHHBIX

JJOKYMEHTOB. 2
Tema 6. Conep:kanue y4eOHOTro MaTepuaa OK 01, OK 02, OK 03,
HugopmanuonHo- 1. MadopManmoHHO-CIIPaBOYHEIE JOKYMEHTHL: UX Ha3HaYeHHe, POPMYISApPBI-00pa3Libl. OK 04, OK 05, OK 09,
CHPaBOYHBIE 2. Ilpouenypa cocraBieHus U opopMIIeHHS] HH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB. 4 K 1.1
AOKYMEHTBL. O6nacTh NpuMeHeHUs! THPOPMAITTOHHO-CIIPABOYHBIX JOKYMEHTOB. o
3. Ucnonp3oBanue yHU(pUIMPOBAHHBIX (HOpPM.
IIpakTuyeckoe 3anstue Ne4d. OdopmiieHHE OCHOBHBIX BHIOB HH(POPMAIIMOHHO — OK 01, OK 02, OK 03,
CTIPAaBOYHBIX JOKYMEHTOB. " OK 04, OK 05, OK 09,
IIK 1.1.
Tema 7. Buabl Coaep:xaHue y4eOHOro MaTepHuaJia OK 01, OK 02, OK 03,
JAOTOBOPOB. 1. CucreMa JOrOBOPHO — MPABOBOW JJOKYMEHTAL[UU 4 OK 04. OK 05. OK 09
Pa3HOBHAHOCTH aKTOB, | 2. AKTBI, JIOBEPEHHOCTH: O(ULIMATbHBIC 1 TUYHBIE ’ ’ ’
JI0BEPEHHOCTEiA. IIK 1.1.
IIpakTnuyeckoe 3ansiTue NeS. OopmiieHue pa3IMyHbIX BUJOB JJOTOBOPOB. 2
IIpakTnueckoe 3ansitue Ne6. OdopmiieHHe aKTOB M JOBEPEHHOCTEH. 2
Tema 8. Iopsaok Conep:kanme y4e0HOr0 MaTepuajia OK 01, OK 02, OK 03,
CHCTEeMATH3AIUH U 1. Opranuzanus J0KyMEHT0000poTa: mprueM, 00padoTKa, perucTpanus, KOHTPOJIb, OK 04. OK 05. OK 09
XpPaHeHUs JOKYMEHTOB. | XpaHEHHUE JOKYMEHTOB, HOMEHKIIaTypa aei. TpeOoBaHus K 3aroJioBKaMm Jiell. ’ ’ ’
dopmuposanue nei. CucreMatusanus JOKyMEHTOB BHYTpH fena. OdopmieHue em. 4 IK 1.1.
TumnoBbIe CPOKU XpaHESHHSI JOKYMEHTOB. Peructparusi 1 KOHTPOJIb HCITOJTHEHUS
JOKYMEHTOB.
2. Opranuzanus paboTsl ¢ KOHQUACHINATLHOW JOKYMEHTaIel
Tema 9. opranuzanust 1 bazoBbie NOHATHSA apXUBHOTO Aena OK 01, OK 02, OK 03,
ApXHBHOT0 XpaHEeHUs! 2 OCHOBHBIC HOPMATUBHO-METOIMYECKUE TOKYMEHTHI, PETIIaMEHTHPYIOIIHE 4 OK 04. OK 05. OK 09
JTOKYMEHTOB. OpTaHu3aIMI0 apXUBHOTO Jejia ’ ’ ’
3 CoBpeMeHHbIE TEXHOJIOTUN OpraHU3aliy paboThl apXHUBHUCTOB. HK I.1.
IIpakTuueckoe 3ansaTue Ne7. MoAroToBKa JOKYMEHTOB K CJlaue B apXUB. 2
Kouncyabranus 4
HTroro odsi3aTenbHas yueOHAs Harpy3Ka 44




B TOM YHCJIC:

TeopeTH4YecKoe o0y4yeHue 30
NPaKTHYeCKUe 3aHsITUs 14
BCET'O 48
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3. YCJOBUS PEAJIU3AIIMU ITIPOT'PAMMBI YYEBHOM A CIUILIAHBI

3.1. i peanu3anuu nporpaMMmbl y4eOHON TUCIUIUIMHBI JOHKHO OBITh MPETyCMOTPEHO
CIeyIollee CHEIHAIbHOE TIMOMEIIeHne: KaOuHeT «JlOKyMEHTAIllMOHHOTO oOecreueHust
YVOpaBJICHUS», OCHAIICHHBIM  0OOpyJOBaHMEM: IMOCAJOYHbIE MeCTa TI0  KOJUYECTBY
oOydaromuxcsi, padouee MeCTO MpernoAaBarens, J0CKa, CTeHJbl, AMIAKTUYECKUH Marepual,
TEXHUYECKUMU CpPEJCTBAMH OOYYEHMs: KOMIIBIOTEpPbI, MYJIbTUMEAMIHOE O00O0pYyIOBaHHE,

IIPUHTED.

[Tomemienust iss caMOCTOSITENIbHOW paboThl 00yYarOMIMXCsl JAOJDKHBI OBITH OCHAIICHBI
KOMIIBIOTEPHOM  TEXHUKOM C  BO3MOXKHOCTBIO  MOJKIIOYEHHS K  HHPOPMALMOHHO-
TEJIEKOMMYHUKAIIMOHHONH ceT "MHTepHer" u o0ecrnedeHHeM [JOCTyNa B 3IIEKTPOHHYIO

nH(}OpPMaLMOHHO-00pa30BaTENbHYIO Cpeay 00pa30oBaTeNbHOM Opranu3anuu (Mpy HATUYUH).
3.2. UndopmannonHoe odecnevyeHne peaau3amun NporpamMmmbl

OcnosHble ucmouyHuKu

1. bapuxun, A. b. KagpoBoe nenonpounsBoactBo. [Ipaktnueckoe nmocodue / A.b.
bapuxus. - M.: Kunxusiii mup, 2017.

2. bacakoB, M.I. JlokymeHTanmonHnoe obecrieueHue ynpapnenus / M.U.bacakos. - M.:
KnoPyc menua, 2017.

3. Kupcanosa, M.B., Akcenos, 10.M. Kypc nenonpoussoacrsa. — M.: UHOPA-M;
HoBocubupck: Cubupckoe cornamienue, 2014.

4. Ky3uenos, 1.H. JlokymeHnTamnronnoe odecrneueHre ymnpasiieHus. JJokymeHToo00poT
U J1e7100pon3BOJICTBO: YueOHuk u npaktukyM / I.H. Ky3nenos. - JIro6epusr: FOpaiir, 2016.

5. ITanacenko, }0.A. Jlenonpon3BoACTBO: JOKYMEHTAIMOHHOE o0ecTeueHrne
ynpasieHus: Yueonoe nmocodue / FO.A. ITanacenko. - M.: U1 PUOP, HUIl UHDPA-M, 2013.

6. Pymbinuna, JI.A. JlokymeHTalmonHoe obecrneuenue ynpasienus. — M., OULL

«Axagemusy, 2014,

Hnmepnem - pecypcui
1. Kynésa, E.}O. JlokymeHTannnonHoe obecnieueHue ynpapiaeHus. — M., Akagemus —
Menua, 2014.
2. IMmenko, A.B., [Joponuna JLA. u gp. JlokymeHTalmoHHOe oOecredeHue
ynpasieHus. — M., Akagemus —Menua, 2015.
3. CnpaBouHas npaBoBas cuctema «KoHcymnbTaHT turrocy: http://www.consultant.ru

4. CrnpaBounas cuctema «[ apanty». http://www.aero.garant.ru
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5. https://e.lanbook.com/ - DnexTpoHHO — OUbIMoTeuHas cucrema JIAHD

6. https://urait.ru/ - O6pazoBatenpHas mwiatrdpopma IbC OpaiiT

Hopmamueno — cnpagounas numepamypa

1. ®enepanbubiii 3akoH "OO0 annekTponHoi noanucu" ot 06.04.2011 N 63-D3.

2.DenepanpHbiii 3akoH "OO0 wHGOpManyK, WHPOPMAIMOHHBIX TEXHOJIOTHSIX U O
3amute napopmanuu" ot 27.07.2006 N 149-03

3.TOCT P 7.0.8-2013. Hanumonanenbiii cranaapt Poccuiickoit ®enepanun.
Cuctema crangapToB 1O UHPOpPMALUH, OUOTMOTEUHOMY U U3IATEIBCKOMY JETYy.
Jlenonpou3BoACTBO U apxuBHOe aeno. Tepmuusl u omnpexaeneHus (yrB. Ilpuxazom
Poccrangapra ot 17.10.2013 N 1185-cT)

4.TOCT P 6.30-2003. VYHudunmpoBaHHas  CHUCTEMa  JIOKyMCHTAIIWU.
YHupHUIUpOBaHHAsE CHCTEMa  OPraHU3AIMOHHO-PACHOPSAUTEIBHON  TOKYMEHTAIWH.
TpeboBanue k 0hopMIECHUIO JOKYMEHTOB. Y TBEpKJIeH noctaHoBieHrueM I occrannapra PO

o1 03.03.2003 Ne65-ct. — M.: U3n-Bo crangaptos, 2003.
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4. KOHTPOJIb ¥ OIIEHKA PE3VJbTATOB OCBOEHHUS YYEBHOM

JUCHUIINHbBI

Pe3yabTarnl 00yyeHus

Kpurepun oueHku

MeToabI OLIeHKH

B pe3yJibTaTe OCBOEHUS

JUCLUIIAHBI o0yyJaromuics
JIOJIKEH 3HAMb:

aKTyaJIbHBIH TPO(ECCHOHAILHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
IpPUXOAUTCA paboTaTb M HKUTb;
OCHOBHBIE UCTOYHUKHU

UHPOpMALIUK H  PECypChl  JUIS
pemieHus 3aaad W OpolieM B
poQeCCHOHATBHOM W/
COIIMATIbHOM KOHTEKCTE;

QITOPUTMBI BBIITOJIHCHUS PabOT B
npopECCUOHATIPHON M CMEXHBIX
001acTIX;

MCTOABI pa6OTLI B

MpOPECCHOHAIBHOW H  CMEXHBIX
chepax;

pemieHusd 3a4a4d; MOPAAOK OLICHKU

CTPYKTYpy IUIaHa ISt

pe3yJabTaTOB  pELIEHUS  3ajad
PO EeCCHOHAIBHON e TEHHOCTH
HOMEHKJIaTypa HWH(GOPMAIMOHHBIX
UCTOYHUKOB  IIPUMEHSEMBIX B
npodecCHOHATIBHON NesATEIbHOCTH;
pUEMBbI CTPYKTYpPUPOBAHHUS
uH(pOopMaLnu; ¢dbopmar
oopmieHus pe3yibTaTOB IMOHMCKA
uHpopMaun
COJZIepKaHue aAKTyaJIbHOM
HOPMAaTUBHO-IIPABOBOU

JIOKYMEHTAI1H; COBpEMEHHas

Hay4yHas M mpodeccruoHaIbHas

paciio3HaBaHUEC AJIrOpuTMOB

BBITIOJTHEHUS pabot B

npoecCHOHATBHOM M CMEKHBIX

O6J'IaCT$IX; OIpeCaACIICHUC METOJ0B

paboTel B TNPOPECCHOHAIBHOW |

CMEXKHBIX BEIOOD

chepax;
OITpeIeIICHNE ONTUMAIBHOMN
CTPYKTYpBl IJIaHa

3a/la4; IMOHHMAaHUC IIOpsAAKa OLCHKH

Ji1 pCIICHUA

PE3YyJIbTAaTOB PCUICHUA 3aJa4

npoecCHOHAIBHON ~ JEeSITENbHOCTH;

BbIOOp  Hambosiee  ONTHUMAJIBHBIX

HMCTOYHHKOB I/IH(I)OpMaI_[I/II/I u
pecypcoB i1 peIICHHUA 3a4ad U

npo6sieM B npodecCHOHATBEHOM H/WUITH

COIUATIEHOM KOHTEKCTE;
OpUEHTHUPOBAHHUE B  aKTyaJlbHOU
HOPMAaTHUBHO-TIPAaBOBOM

I[OKYMCHTaIII/II/I; COBp M eHHOﬁ
HayyHOM ¥ mpodeccHoHaIbHOU
TEPMHUHOJIOTHH; IMOHHMaHUe
MICUXOJIOTMYECKHIX OCHOB
ACATCIIBHOCTHU KOJIJICKTHUBA,
MICUXOJIOTHYECKUX 0COOEHHOCTEH
JUYHOCTH,  BIAJCHHE  3HAHUIMU
OCHOB pabOTBl C JIOKYMEHTaMHU,

MMOATOTOBKN YCTHBIX W INHMCBbMCHHBIX

COOOIIIEHHI]; 3HaHWUE OCHOB
KOMITBIOTEPHOW TPaMOTHOCTH; 3HAHHE

IpaBHUJI HAlTMCAHUA U MPONU3HOIICHHUA

OrneHka
pe3yabTaToOB
BBITIOJTHCHUS
MPaKTUYECKHUX
pabor.

0)1(331:%:]
BBIIIOJTHCHUS
CaMOCTOSITENbHBIX
pador.

Tecr.

VYcTHBIi ompoc.
IInceMeHHBIN

oTpocC.
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TEPMHHOJIOTHS; BO3MO>KHBIE
TPAeKTOPUU  TPO(PECCHOHATBHOTO

Pa3BUTHA U CaMOO6paSOBaHI/IH

IICUXOJIOTHYECKHE OCHOBBI
NCATCIIBHOCTHU KOJJICKTHUBA,
IICUXOJIOTHYECKHE  OCOOEHHOCTH
JUYHOCTH; OCHOBBI  ITPOCKTHOM
JIEATEIbHOCTH

0COOEHHOCTH  COLMAJILHOTO U

KYJIbTYPHOTO KOHTEKCTa; IMpaBUIa
opopMicHHS ~ JIOKyMEHTOB  H
MIOCTPOCHHSI YCTHBIX COOOIICHUIA.

IPaMOTHO H3JIaraTh CBOM MBICIU U
0hopMIIATH JIOKYMEHTBI o
NpoPECCHOHAIBHOW TEMaTHKE Ha
roCyJIapCTBEHHOM SI3BIKE,
OPOSIBJIATE  TOJICPAHTHOCTH B

paboueM KOJIIIEKTHBE

COBpPEMEHHBIE CpencTBa "
yCcTpoiicTBa nH(pOpMaTH3AIINH;
MOpPSANOK WX  TPUMEHEHUs U
nporpaMmMHOe  OOeclieueHue B

poeCCUOHAIBHON e TENHHOCTH
MpaBUJia MOCTPOCHHS] MPOCTHIX H
CIIOKHBIX

MPEJI0KEHU I Ha

npoQeCCHOHAIbHBIC TEMBI;

OCHOBHbIE O0OLIEYNOTPEOUTENbHBIE

IJ1aroJibl (Op1TOBAsS u
npodeccuoHanpHas JIEKCHUKa);
JIEKCUYECKUI MHHUMYM,
OTHOCSIIIIHICS K ONHUCAHHIO

IPEIMETOB, CPEACTB M IPOIIECCOB
npoecCHOHALHON e TeNbHOCTH;

0COOEHHOCTH MIPOU3HOIICHHUS;

CIIOB, B T.4. M MpodhecCHOHATbHON

JIEKCUKHU.
3HaHue bopm MEePBUYHBIX
OyXraiaTepckux JIOKYMEHTOB,

colepkKaHus TaKOW JIOKYMEHTAallWH,
MOHMMaHHE CIEHUPHUKH PpaboOTHl C
NePBUYHBIMU OyXraiTepcKuMH

JOKYMEHTaMU
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paBuUIIa YTCHHUS TEKCTOB
npoecCHOHATBLHOM
HAIpPaBIEHHOCTU o0miue
TpeOboBaHUsI K OyXraaTepcKkomy
yUeTy B YacTHU JIOKYMEHTHPOBAHHUS
BCEX XO3SWCTBEHHBIX JECHUCTBUU H
oneparnuii;

MOHSITHE MEePBUYHOMN
OyXraJITepCKON JOKYMEHTAIIUH;
onpeiesieHue MEPBUYHBIX

6}/Xl"a.]'ITepCKI/IX JAOKYMCHTOB,

bopmbl MEPBUYHBIX
OyXTraJITepCKUX JIOKYMEHTOB,
COJIepKAIINX o0s13aTenbHBIC

PEKBU3UTHl NEPBUYHOIO YUYETHOTO
JIOKYMEHTA;

HOPSIIOK  TPOBEJCHUSI ITPOBEPKU
HEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB, ¢dbopmanbHOi
IIPOBEPKU JIOKYMEHTOB, IPOBEPKH

O CYUIECTBY, apu(MeTHUecKou

IIPOBEPKU;
TIPUHIAITBL u MIPU3HAKU
IPYNIHAPOBKH HEePBUYHBIX

OyXraJaTepcKkux JOKyMEHTOB;
MNOPSAJOK TPOBEJACHUS TAKCHUPOBKU
u KOHTHPOBKH MEPBUYHBIX
OyXrajaTepCKux JOKYMEHTOB;
NOPSAZIOK COCTAaBJIEHHUS PETUCTPOB
OyXTaJITEPCKOTO Y4eTa,

mpaBWjia M CPOKM  XpaHEHUS
MIEPBUYHOMN OyXxranTepckoi

AOKYMCHTalluU
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B pe3yabpTare OCBOEHUSL
JUCLUIIAHBI o0y4Jaromuics
JIOJDKEH ymMemp:

pacrio3HaBaTh  3ajady  W/MIHA

npobiieMy B TpOodeCCHOHATHEHOM

W/UIH  COLIMAJBbHOM  KOHTEKCTE;

AHAJIN3UPOBATDH 3aJlavy /U

npobiieMy W BBIOCHATH €€

COCTaBHBIC YaCTH; ONPEICNATh
ATambl PEIICHUS 3a]1a4H; BBISIBIISATH
u 3 dexTuBHO UCKATh
uH(pOpMaIIKI0, HEOOXOIUMYIO st

pEeUICHUA 3ala4n n/uau HpO6J'I€MBI;

COCTaBUTh IL1aH JICHCTBHS,
ONPEAEITUTH HEO0OXOANMBIE
pecypcbl;

BJIAJETh AKTyaJbHBIMHU METOJaMU

paboTel B TPO(ECCHOHATBLHOU |
CMEXHBIX cdepax;

COCTaBJICHHBIN IIJ1aH,

peanu3oBarhb

OLICHMBATh
pe3ynbTaT U IOCIEIACTBUS CBOUX
JeicTBUI (CaMOCTOSTENBHO WIIH C
MOMOIIIbI0 HACTABHUKA)

onpeaAciiATb 3aJa4yu JId TOUCKa

uH(pOpMaIInK; OTIpEeETISATh
HEOOXOIUMBIE UCTOYHUKH
uH(pOpMAIINH; TJIAHUPOBATh

MpoliecC OUCKA; CTPYKTYPUPOBAThH
MOJIy4aeMyto nH(pOpMAaIIHIO;
BBIAEIATh HanOoiee 3HAYNMOE B
nepeyHe MHGOpPMAIUH; OLIEHUBATH
MPaKTUYECKYIO 3HAYUMOCTh
pe3yNnbTaTOB TMOUCKA; OPOPMIISTH

pe3ynbTaThl MOMUCKA

BIIQJICHUE aKTyaJlbHBIMH METOJaMU
paboTel B TpOo(dEecCHOHATBLHOU U

CMEXHBIX s dexTuBHOE

chepax;
BBISIBIICHUE M TIOMCK HH(GOpPMAIIUH,
COCTaBJICHHE OIITUMAJIbLHOIO IIJIaHa
IENCTBUH, aHaIN3 HEOOXOIUMBIX IS

BBIITOJIHCHU A 3aJaHus,

pecypcos;
OCYILECTBIICHHE MCCIEI0BATENbCKON
NESTENIbHOCTH, IIPUBOJALIEH K
ONTUMAaJIbHOMY pe3yJbTary;

JACMOHCTpaluA ruOKOCTH B 06H_[6HI/II/I

c KOJIJIeraMH, PYKOBOJICTBOM,
NOJYMHEHHBIMM U 3aKa34MKaMU;
MIPUMEHEHNE CpeACTB

WH(POPMAIIMOHHBIX TEXHOJOTHHA IS

PCUICHUA HpO(l)CCCI/IOHaJ'IbHBIX 3aJa4,

s dexTuBHOE HCIIOJIb30BaHUC
COBPEMEHHOTO IPOTPaAMMHOTO
o0OecrieyeHus; KpaTko U YETKO
(bopMynHMpoBaTh CBOHU MBICITH,
u3naratb ~ MX  JOCTYINHBIM  JUIA

MMOHUMaHUs crocoboM; 3P deKTrBHAs
pabora c NEPBUYHBIMU

6YXFaJITepCKI/IMI/I JAOKYMCHTaMU

OnecHka
pe3yabTaTOB
BBIIIOJTHEHUS
MPaKTUYECKHUX
pabor.

OrncHka
BBIIIOJTHEHUS
CaMOCTOSTENbHBIX
pabor.

Tecr.

YcTHbI onpoc.
ITuceMeHHBIN

oTpoc.
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ONPENEIATh aKTyaJIbHOCTb
HOPMAaTUBHO-IIPABOBOU

JOKYyMEHTaluu B
npo¢eCCHOHATIBHON IesATEIbHOCTH;
HIPUMEHSITh COBPEMEHHYIO
Hay4YHYIO npodeccrnoHabHYIO
TEPMHMHOJIOTHIO;  ONpPEAEIATh U
BBICTPAauBaTh TPacKTOPUU

po(heCCHOHATILHOTO Pa3BUTHS H

camMoo0pa3zoBaHus
OpraHU30BbIBAThH paborty
KOJUIEKTHBA " KOMaH/IbI;

B3aMMO/ICHCTBOBATh C KOJUICTaMH,
PYKOBOJICTBOM, KJIMEHTaMHU B XOJI€
poPEeCCUOHAIBHON JEATEIHbHOCTH
IPaMOTHO H3JIaraTh CBOM MBICIU U
oopMIATH JOKYMEHTBI o
NpoPECCHOHAIBHOW TEMaTHKE Ha
rOCyIapCTBEHHOM S3BIKE,
NPOSBIATH  TOJNEPAHTHOCTH B
paboueM KOJJIEeKTUBE

MPUMCHSITh cpeacTaa
UH(POPMAIIMOHHBIX TEXHOJIOTHA
JUIS pemieHust NnpodecCHOHaIbHBIX
3aJa4; UCIOJIb30BaTh COBPEMEHHOE
IporpaMMHOe obecrieueHne
MOHMMaTh OOMIMKA CMBICI YETKO
MIPOM3HECEHHBIX BHICKA3bIBAaHUI Ha
U3BECTHBIE TEMBI
(mpodeccuoHanbHble U OBITOBBIE),
MOHUMAaTh TEKCThl Ha 0a30BBIC
npodeccuoHaIbHbIE TEMBI;
y4acTBOBaTh B  JMalOrax Ha

3HAKOMBbIE o01me u
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npodeccuoHaNbHbIC TEMBI;
CTPOUTH MPOCTHIC BBHICKA3BIBAHUS O
cebe 1 0 cBoel MpodecCHOHATBHON
NeSITeITbHOCTH, KpaTko
000CHOBBIBAaTh M OOBSICHUTH CBOH
JEUCTBHUS (Texyuiue u
IUIAHUPYEMBIC); THCAaTh TPOCTHIC
CBSI3HBIC COOOINEHUS HA 3HAKOMBIC
WA UHTEPECYIOIIHE

po(hecCHOHATLHBIC TEMBI

IIPUHUMATb IMIPOU3BOJILHBLIC
MNCPBUYIHBIC 6yxranTepCKHe
JAOKYMCHTHI, pacCMaTpuBaCMbIC

KaK IHCBMEHHOE JI0Ka3aTelbCTBO
COBEPLIECHUS XO3SIICTBEHHOMN
orepanuu WIN MOJTyYCHHE
pa3pelieHus Ha ee MPOBEICHHE;

MPUHUMATH MIEPBUYHBIC
OyXraJITepCcKhe  JOKYMEHTBHl  Ha
OyMaxxHOM HocHTene Hu (WIH) B

BUAC DOJICKTPOHHOI'O JOKYMCHTA,

IIOJIIMCAaHHOI O 3JIEKTPOHHON
MOATMNCBIO;

IIPOBEPSATH HaJIu4uue B
IIPOU3BOJIBHBIX MIEPBUYHBIX
OyXTaJITepCKUX JIOKyMEHTaX

00s3aTeNbHBIX PEKBU3UTOB;

IPOBOJUTH (DOPMANBbHYIO IPOBEPKY

JIOKYMEHTOB, IIPOBEPKY 1o
CYILIECTBY, apudmeTnyecKyo
MIPOBEPKY;

IIPOBOANTH IPYNIHPOBKY
NEPBUYHBIX OyXranTepcKux

JIOKYMEHTOB TI0 psIly IPU3HAKOB;
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IIPOBOAUTH TaKCUPOBKY u
KOHTHPOBKY NEPBUYHBIX
OyXraJTepcKkux JOKyMEHTOB;
OpraHU30BbIBATh
JIOKYMEHTOO000POT;

pa30upaThCs B HOMEHKIJIATYpE JIeT;
3aHOCUTh JTaHHbIE 1o
CTPYIIIMPOBAHHBIM JOKYMEHTaM B
PETUCTPBI OYXTaJITEPCKOTO YUeTa,
nepeaaBaTh IIEpBUYHbIE
Oyxrajitepckue  JIOKyMEHTHl B
TEKYIIN OyXTranTepCcKuii apXuB;
nepenaBaTh HepBUYHbIE
OyxraJiTepckue  JIOKYMEHTHI B
MOCTOSIHHBIA apXUB IO UCTEYEHUU
YCTAHOBJIEHHOT'O CPOKA XPaHEHHUS;
UCIIPABJIATh OLIMOKM B MEPBUYHBIX

OyXTaJITEpCKUX JOKYMEHTAaX;
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